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ACCESS TO ON-LINE COMPUTER SCREENS
All computerized files are restricted to authorized users.  Access to these files can be gained only through entering both operator ID and password.  Each person’s operator ID and password are confidential and cannot be divulged to anyone else, including managers and supervisors.  Any employee who uses another person’s operator password or allows another person to use his/her operator password will be subject to immediate disciplinary action.

An employee must return the computer to the sign-on screen prior to leaving the terminal to avoid misuse by another.  Any employee who leaves the terminal prior to “signing-off” will be subject to immediate disciplinary action.

My signature on this sheet certifies that I have read and understand the above policy statement and will adhere to the terms of the policy.

______________________________________

________________________

Employee Signature





Date of Certification

My signature on this sheet certifies that I have discussed the above policy with this employee, and explained the importance of abiding by the policy.

_____________________________________

________________________

Supervisor’s Signature




Date of Certification

